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Course Introduction

Through discussion, demonstration, and hands-on computer lab
work, the goal of this guide is to establish a working understanding of
the concepts associated with external training requests, also referred
to in SATERN as SF-182 Requests. The lessons in this guide
discuss creating an external request; and submitting, verifying,
editing, and generating external training request reports. You will gain
basic skills in how to use external training request using step-by-step,

hands-on lab exercises.

OBJECTIVES

Upon completion of this course, you will be able to:

» Describe the external training request process
» Create and submit a new external training request
» Verify and approve external training request

» Run external training request reports

TARGET AUDIENCE

This training is intended for SATERN administrators responsible

for:

+ Assisting learners and supervisors with completing external

training request
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USING THIS GUIDE

This classroom guide is designed to be used in conjunction with an
instructor. The guide provides general information that will be
elaborated upon by the instructor. For additional information, refer

to the online help.

Throughout the guide, you encounter icons that call out various
types of information. The following table illustrates how this guide
uses icons to indicate different types of comments, activities, labs,

etc. that support the text.

Icon

Definition

=y

¥

Activity: Indicates an activity for you to complete that helps
reinforce the information you just learned.

8

Note or Tip: Indicates additional information that is related to the
information presented. It also provides helpful hints and tips or other
guidance that further explains the information it accompanies.

S|

Lab: Indicates a hands-on computer lab. Follow the step-by-step
process outlined to perform specific tasks in the system.

Warning: Warns against particular actions, or that a particular
condition might indicate a problem.
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ADDITIONAL RESOURCES

There are a number of additional resources that can provide you
more information about the SATERN system. There may be
specific guidelines for your Center. If there is any question go your
Center SAL.

These resources include:

¢ Online SATERN system help

+ Task-specific job aids




+ The five-step external training process:

— https://saterninfo.nasa.qgov/documents/57927-
SATERN%20External%20Training%20Guide%20FINAL%20

1-05-10.pdf

+ External training requests for users and supervisors:

— https://saterninfo.nasa.gov/documents/SATERN UPDATE/S
ATERN%20External%20Training%20for%20Users%20and
%20Supervisors%2010 27 09%20FINAL.pdf
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Notes
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Lesson 1:
External Training Request Process

The goal of this lesson is to establish a general understanding of

the external training request process in SATERN.

OBJECTIVES

Upon completion of this lesson, you will be able to:

> Define the external training request process

» Describe the process flow for external training requests

EXTERNAL TRAINING REQUESTS

The external training request process is a multi-step process that
creates a record of external training in the learner’s Learning History.
Learners fill out the External Training Request form (SF-182) when
they want training that takes place outside of SATERN. The training
could be, for example, a seminar or a workshop organized by a
professional society. After it is submitted, the request is routed to the
training approval process, and then is approved or denied by the

learners’ admin or supervisor.

The external training request enables administrators to:

+ Establish a submission process for external training request
+ Establish a verification process for external training request
+ Create a new request for a learner

+ Edit arequest

+ Run the external training request reports
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The external training request enables learners to:

+ Request external training through SATERN
+ Initiate the verification process upon return from the training

+ Track the status of their request/verification

A learner (or an admin) initiates the process by completing the
External Training Request form (SF-182) (Figure 1) and submitting
it to request training. The submission and verification processes
require learners to obtain the necessary approvals before attending
external training and to verify their attendance after the training has
taken place.

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

SECTION A: TRAINEE INFORMATION

B. Record Action

@ agd
A, Applicant's Name First Five Letters of Last Hame
Last Hame First Hame Middle Initial WINTE
WINTERS. CHASE s
A4, Home Address *A.5. Work Phone * A6. Position Level
Street Address (202) 358-2580 € a_ Non-supervisory  b. Manager
City State | Province Postal Code Country © ¢ Supsrvisory € . Executive

[A.7. Organization Mailing Address
* Organization

* Address

= City

L 1

[o16 oFFICE oF MVESTIGATIONS Has

* State / Province

L 1

* Postal Code

L1

*A.8. Work Fax

1

*A9. Work Email Address

* A.10. Position Title

L 1

Coves & no

lA.11. Does applicant need special accommodations?

If yes, please describe below

[A.12. [TRAINING OFFICE] Category

1

* A.13. Education Level * A.14. Pay Plan \A.15. [TRAINING OFFICE] Direct Cost Code I* A.16. Grade ‘AT, [TRAINING OFFICE] Sub-Category
E = 1] ] —

SECTION B: TRAINING COURSE DATA

B.1a. Name and Mailing Address of Training Vendor

You may sither search for, and select

t 8 vel

ndor, or, manually

L A

* Street Address

enter in the vendor information.

= City

" Other IfOther, pleasespecifty |

* StateiZip

* Vendor Fax * Country
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B.1b. Location Of Training Site

* Street Address

* city

[T 1f Same, mark box.

* StateiZip * Vendor Fax

L1

B.1c. Vendor Email Address

* Country

]

* B.1d. Vendor Telephone Number

1

* B.2a.Course Title

B.2b. CatalogiCourse Humber

L1

* B.3. Training Start Date (MW/DD/AYYY)

m—

* B.4. Training End Date (MM/DDMYYY)

Cm

+ B.5. Training Duty Hours

]

raining Non-Duty Hours

]

* B.7. Compstency

| —Please Select One —

=

B.9. [TRAINING OFFICE] Training TypeiSub Type Code

B.10. [TRAINING OFFICE] Training Delivery Type
Cox

IType Code

B.11. [TRAINING OFFICE] Training Designation

academic, then enter 0)

[~ Please Select One —

|

[~ Prease Select one —

|~ Please Select One —

L 1

* B.12. Credit Hours (if academic credit, if not

B.13. [TRAINING OFFICE] Training Credit
Type Code

Please Select O/

B.14. [TRAINING OFFICE] Training Accreditation Indicator

B.15. Continued Service Agreement Required Indicator

B.16. Continued Service Agreement Required Expiration Date

B.17. [TRAINING OFFICE] Training Source Type Code:

C ves O o Coves Cho © wa C 1m | — Please Sekect One —
* B.18. Course Objectives and Justification B.19. [TRAINING OFFICE] Indirect Cost Code
SECTION C: COSTS AND BILLING INFORMATION
C.A. Direct Cost and appropriation/fund chargeable C.2. Indirect Cost and appropriationifund chargeable
Item * Amount Appropriation Fund Iltem * Amount Appropriation Fund
a. Tuition sL 1 L] a.Travel sL ] L1
b. Books or Materials s 1 1 b. Per Diem s 1 1
<. Total s 1 . Total s 1

‘C.3. Total Training Hon-Government Contribution Cost

s 1

forms if needed, etc.)

+C.6. User Comments/Training Office Comments/Billing Instructions (Info about vendor/course website, registration

‘C.4. [TRAINING OFFICE] Document | Purchase Order / Requisition No

‘C.5. [TRAINING OFFICE] WBS Code
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Note: This agreement must be signed by the nominee for Government training that exceeds 80 hours (or such other designated period, less than 80 hours as prescribed
by the agency) for which the Government approves payment of training costs prior to the commencement of such training. Nothing contained in this SAMPLE agreement
helow shall be construed as limiting the authority of an agency to waive, in whole orin part, an obligation of an employee to pay expenses incurred by the Governmentin
connection with the training.

Continued Service Agreement

Employees, who are selected to training for mare than a minimum period as prescribed in Title 5 USC 4108 and 5 CFR 410.3089, see your supernvisor for more infarmation
on the internal policies to implement a continued service agreement.

Employees Agreement to Continue in Service

To be completed by applicant:

» Period of obligated Service:

» Employee's Signature:

| AGREE that, upon completion of the Government sponsored training described in this authorization, if | receive salary covering the training period, | will serve in the
agency three (3) times the length of the training period. If | received no salary during the training period, | agree to serve the agency for a period equal to the length of
training, but in no case less than one month. (The length of part-time training is the number of hours spent in class or with the instructor. The length of fulltime
training is eight hours for each day of training, up to a maximum of 40 hours a week).

NOTE: For the purposes of this agreement the term "agency” refers to the employing organization (such as an Executive Department or Independent Establishment),
notto a segment of such arganization.

If | voluntarily leave the agency before completing the period of service agreed to in item 1 above, | AGREE to reimburse the agency for fees, such as the tuition and
related fees, travel, and other special expenses (EXCLUDING SALARY) paid in connection with my training. These fees are reflected in Section C Costs and Billing
Infarmation. Mote:  Additional information about fees and expenses can be found in the Guide to Human Resource Reporting (GHRR).
hitpiwww.opm.govifeddata/ghriindex.asp

| FURTHER AGREE that, if | voluntarily leave the agency to enter the service of another Federal agency or other organization in any branch of the Government before
completing the period of service agreed, | will give my organization written notice of at least ten working days during which time a determination concerning
reimbursement will be made. If | fail to give this advance notice, | AGREE to pay the full amount of additional expenses 5 U.5.C. 4108 (a) (2) incurred by the
Government in this training.

| understand that any amount of money which may be due to the agency as a result of any failure on my part to meet the terms ofthis agreement may be withheld
fram any monies owed me by the Government, or may be recovered by such other methods as are approved by law.

| FURTHER AGREE to obtain approval from my organization and the person responsible for authorizing government training requests of any proposed change in my
approved training program involving course and schedule changes, withdrawals orincompletions, and increased costs.| acknowledge that this agreement does not
in any way commit the Government to continue my employment. | understand that if there is a transfer of my service obligation to another Federal agency or other
organization in any branch of the Government, the agreements will remain in effect until | have completed my obligated senvice with that other agency or organization.

| acknowledge that this agreement does not in any way commit the Government to continue my employment. | understand that if there is a transfer of my senvice
obligation to another Federal agency or other organization in any branch of the Government, the agreements will remain in effect until | have completed my obligated
sernvice with that other agency or organization.

» Date:

Figure 1. External Training Request Standard Form 182 (SF-182)
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PROCESS FLOW FOR EXTERNAL TRAINING REQUESTS

Figure 2 illustrates the process flow for handling external training
requests in SATERN.

Employee verifies
supervisor before
submitting External
Training Request

Learner or admin submits
External Training Request

Request goes through 4-step
approval process

L

[ Learner or admin submits J

verification in SATERN

'

(NSSC verifies attendance and
| approves verification request

L 3

P
Event is written to learning
history automatically

-

-

Figure 2. Standard Process Flow for External Training Requests
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CONCLUSION

In this lesson, you learned how to define the external training
request process in SATERN.

You should now be able to:

» Define the external training request process

» Describe the process flow for external training requests

External Training Requests (SF-182) Page 10



SATERN

LESSON CHECK

Use what you learned in this lesson to answer the following

guestions.

1. True or false:
Only a learner (and not an admin) can create a new external

training request.

2. True or false:
The external training request must be verified and approved

before a record is written into the learner’s Learning History.
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Notes
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Lesson 2.
Requesting External Training

The goal of this lesson is to teach you how to request external

training using the external training request process.

OBJECTIVES

Upon completion of this lesson, you will be able to:

» Create a new request as a learner (or admin)
» View an existing request as a learner (or admin)

» Edit an existing request as an admin

CREATING/VIEWING EXTERNAL TRAINING REQUEST AS A
LEARNER

From the SATERN application, learners can request to attend one
or more learning opportunities (courses, seminars, conferences)
that take place outside of the organization. When completing
external training requests for conferences refer to the Rules and
Process guide. The external training request form is used for this

purpose.

To create an external training request as a learner:

1. Employee must first verify his/her supervisor. On the learner
side of SATERN, navigate to Personal > Profile> Employee
Information section. If the supervisor is incorrect, update before

completing an external training request.
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SATERN

Navigate to Learning > External Training Requests in the top
menu.

The Request, Authorization, Agreement & Certification of
Training screen displays (Figure 3).

I Resources for NASA

o

Request, Authorization, Agreement & Certification of Training

Below is a list of all of your SF-182 Requests. Click the Request ID for more information about the request. Click Copy Request or Withdraw Request button and
click Go to Copy or Withdraw from an SF-182 Request. Click the New Request button to initiate a new request.

External Training Requests

All requests X

RequestID Title Status Pending Approval Actions Action

49917 INTRODUCTION TO PROJECT MANAGEMENT  Approved Pending Verification Copy Request
Verify

New External Request

Figure 3. Request, Authorization, Agreement & Certification of Training
Screen

3. Click New External Request.

The Request, Authorization, Agreement & Certification of

Training screen displays the request form (Figure 4).

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING
SECTION A TRAINEE INFORMATION
B. Record Action

@ Add

A, Applicant's Hame

First Five Letters of Last Hame
Last Name First Hame Middle Initial DAVIS
DAVIS-COURY LANE

4.4, Home Address = A.5. VWork Phone = A6, Position Level

strest Address (850) 604-5335 © a. Non-supervisory € b, Manager
city State / Province Postal Code Country € 6. supsrvisory € 4 Executive
[ | I I

[.7. Organization Mailing Address

*A.8. Work Fax *A.9. Work Email Address

* Organization

[0SHA TRANING INSTTUTE CENTER ]

[coury@kso.com

* Address

[F.o-Box 926886 |

Figure 4. Learner Interface: External Training Request (SF-182 Form)

4. Fillin the required fields (marked with a red *) and any other
appropriate information.
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5. Completing the Comments Box: The 182 Form does not have
boxes for the User Comments or the Training Office Comments.
It was recommended that Box C6 on the SF-182 label be
changed to “User Comments/Training Office Comments/Billing

Instructions” thus creating a multi-use comments box in 5.8.
NASA Business Rule

Learners, SATERN Administrators, NSSC Approvers should
place their comments in Box C6 User Comments/Training
Office/Comments/Billing Instructions on the SF-182 form. The
newest comments should be placed at the top of the comments
box under a header prior to the next section. Headers should
be all caps and dated as follows: USER COMMENTS
XXIXX/xxxX TRAINING OFFICE COMMENTS XX/XX/XXXX,
BILLING INSTRUCTIONS XX/XX/XXXX.

6. Click Submit.

The Approval Submission screen displays (Figure 5).

Approval Submission \Q

Submit for Approval
« Back
The itemirequest selected requires approval using the steps listed below.

Any step that do not have a user listed must have a name filled in before the request can be submitted

Approval Step ApProvers

Initial Approval Supervisor Level 1 (Show All)
Training Coordinator TRAINING COORDINATOR: (Show Al)
Training Office TRAINING OFFICE (Show Ally

MSSC Procurement NSSC PROC (Show Ally

Figure 5. Learner Interface: Approval Submission

7. View the NASA'’s 4-step approval process: Initial Approval,
Training Coordinator, Training Office, NSSC Procurement.

8. Optional: Click the Show All link to view the name of the

supervisor assigned to approve the request.

9. Click Submit.
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SATERN

10.Review the confirmation message (Figure 6).

Request, Authorization, Agreement & Certification of Training )

External Learning Request Form

Your External Learning Course Request has successfully been submitted to the specified approvers for approval.
Flease check the external learning request list for the approval status.

Course Title: Program Management 500

Figure 6. Confirmation Screen

VIEWING THE EXTERNAL TRAINING REQUEST

Learners must navigate to Learning > External Training
Requests from the top menu to view the requests they made, and

see the following request information:

¢+ RequestID
+ Title of the request

+ Status of the request

<>

Pending approval actions

+ Action buttons

To view and print the external training request:
1. Log intothe SATERN learner interface.

2. Navigate to Learning > External Training Requests from the

top menu.

3. On the Request, Authorization, Agreement & Certification of
Training screen, click the buttons in the Action column to copy

the request or withdraw the request (Figure 7).
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External Training Requests (SF-182)

o T

y for Admini: ion, Training, and Ed ional Resources for NASA

Request, Authorization, Agreement & Certification of Training @

Below is a list of all of your SF-182 Requests. Click the Request ID for more information about the request. Click Copy Request or Withdraw Request button and click Go to
Copy or Withdraw from an SF-182 Request. Click the New Request button to initiate a new request.

External Training Requests m

RequestID Title Status Pending Approval Actions Action
PHP Certiication Prep Submited Pending Intil Approval S
Withdraw Request

New External Request

Figure 7. Learner Interface: View External Training Request

4. Click the link under the Request ID column to view additional
details of a submitted request on the External Learning Request

Details screen.

5. Click Printable Version to open this form in a printable format

in a separate browser window (Figure 8).

External Learning Request Details @
« Back

Training Request ID: 49933

Course Title: PMP Certification Prep

Vendor Name: ABC Technalogies

Training Start Date: 4/26/2010 PST

Training Complete Date: 4/30/2010 PST

Request Status: Submitted

External Learning Request Details

¥ View Actual Request

(= Printable Version

AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

SECTION A TRAINEE INFORMATION
B. Record Action

Add
A4, Applicant's Name First Five Letters of Last Name
Last Hame First Name Middle Initial DAVIS
DAVIS-COURY LANE

*A5. Work Phone * A8, Position Level

|A.4. Home Address

Figure 8. Learner Interface: External Learning Request Details Screen



6. In the separate browser window, click Print this request at the

upper-left corner to print this request (Figure 9).

Print this request

AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

SECTION A TRAINEE INFORMATION
B. Record Action

Add

AA. Applicant's Name First Five Letters of Last Name

Last Name First Name Middle Initial DAVIS

DAVIS-COURY LANE

|A.4. Home Address *A.5. Work Phone * A6, Position Level

Street Address (B50) B04-6335 & a, Non-supervisory © b, Manager

city State [ Province Postal Code Country © & supsrvisory € 4 Executive

Figure 9. Learner Interface: Printable View of External Training Request
Form

7. Close the window to return to the External Learning Request
Details screen.

8. Click the Back link (Figure 10) to return to your list of external

training request.

External Learning Request Details

« Back
Training Request ID: 49934

Course Title: PMP Cerification Prep
Vendor Mame: ABC Technologies
Training Start Date: 4/26/2010 PST
Training Complete Date: 4/30/2010 PST

Figure 10. Learner Interface: External Learning Request Details Screen

CREATING/VIEWING EXTERNAL TRAINING REQUEST AS AN
ADMIN

A SATERN admin can create a new request on behalf of a learner.
Typically, this is not necessary since learners complete exactly the
same form on the learner side as admins can create on the admin

side.
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SATERN

Creating a Single External Request

Scenario: The learner is out of the office without access to
SATERN. An admin can create and submit a new external training
request for the learner. The submitted request then initiates the

approval process.

To create a single request:

1. Search for the learner to submit a request.
2. Access the learner record in edit mode.
3. Select the SF-182 Requests tab.

4. Click New External Request (Figure 11).

SF-182

Standard Opticns
Surveys Requests Standard Options

} | | Organization Succession
Catalog Preview Preferences Approval RDLBI Approvals I Initiatives I Trrra

[ Cpty Profilez I Competencies

Regiztration I Requests I Online Status I Commerce 1

[ Summary I Phone Numbers I Custom Fieldz I Learning Plan ILearning HisturyI Curricula

Edit the 5F-182 for the User

Viewing Options: ISuhm'rt‘ted ;I Sort By: IRequest I vI
45941 Program Management S00 Submitted  Pending Initial Approwval Edit Approval

Edit Reguest
Withdraw Reguest
Edit Customn Columns

Mew External Reguest H

Figure 11. Learner Record > SF-182 Requests Tab > New External Request
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The new external training request screen opens in a separate

browser window (Figure 12).

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

SECTION A TRAINEE INFORMATION
B. Record Action
@ Add
AA. Applicant's Hame First Five Letters of Last Hame
Last Name First lame Middle Initial DAVIS
DAVIS-COURY LANE
[4.4. Home Address * A, Viork Phone = A.6. Position Level
Street Address (650) 6046335 © a. Non-supervisory ' b Manager
city State i Province Postal Code Country € ¢ supervisory € 4 Executive
[ [ [ |
[.7. Organization Mailing Address = A8, Work Fax = A9, Work Email Address
* Organization [0SHA TRAINING INSTITUTE CENTER | [dcoury@kso.com
* Address [P.0. BOX 93888 |

Figure 12. New External Training Request Form for Learner

Enter all required information and any other additional

information as appropriate.

Scroll to the bottom of the screen.

Click Submit to submit the request for the learner.

The Approval Submission screen displays (Figure 13).

Approval Submission Help

> Submit for Approval

The itemirequest 2elected requires approval uging the steps listed below.

Any step that do not have a uzer lizted must have a name filled in before the request can be 2ubmitted.

Initial Approval Supervizor Level 1 (Show Ally
Training Coordinator TRAINING COORDINATOR (Show Ally
Training Office TRAINING OFFICE (Show All

NSSC Procurement NSSC PROC (Show Ally

Return to External Request W

Figure 13. Admin Interface: Approval Submission for the Learner

8. Click Submit.
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The request window closes and you are returned to the SF-182

Requests tab of the learner record (Figure 14).

SF-182

Standard Options
Surveys Requests Standard Options

Cataleg Previewl Preferences | Approval Role I Approvals I CETrEEnn I TLEEEET

Initiatives Planning ]
[ Cpty Profiles I Competencies I Registration I Requests I Online Status I Commerce ]

Sumrary I Phone Numbers I Cusztom Fieldz I Learning Plan ILearning HisturyI Curricula

Edit the 5F-182 for the User

Viewing Options: ISubmit‘ted ;I Sort By: IRequezst 1] VI
45942 CPR Certification Submitted  Pending Initial Approwval Edit Approval
Edit Request

Withdraw Request
Edit Custom Columns

455841 Program Management S00 Submitted  Pending Initial Approval Edit Approval
Edit Request

Withdraw Reguest
Edit Custom Columns

Mew External Request

Figure 14. SF-182 Requests Tab: Learner Record
Creating a Request for Multiple Learners

Scenario: Let’s say that a manager has made arrangements for a
group of learners to attend a course. It would be efficient for you to
create one request, and then copy the request for the other
learners.

You can create the request and submit it for the first learner. At the
same time, you can copy the request for other employees. The
copied form retains details about the event from the first learner,

and picks up details specific to the second learner.

To create requests for multiple learners:

1. Search for and access in edit mode the learner record for the
first learner.

2. Select the SF-182 Requests tab.
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3. Click New External Request and generate a training request.

4. Enter all required information and any other additional

information as appropriate.
5. Scroll to the bottom of the screen.

6. Before submitting the request, check the Save Data for Another

Request checkbox at the bottom of the screen (Figure 15).

[ Submit Request as Approved ¥ Save Data for Another Request [EElCENEEIGELY

Figure 15. Checkbox to Create Multiple Requests

7. Continue the submission process for Learner 1 by clicking
Submit.

You are returned to the request screen where Learner 1 details
still populate the form.

8. Scroll to the bottom of the screen and click Select Learner to
display the Search Learner screen.

9. Search for and select Learner 2.
You are returned to the request screen where Learner 2 details
populate the form.

10.Repeat as needed — unchecking the Save Data for Another
Request checkbox before submitting the request for the last

learner.
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@ Lab 1. Create Training Requests for Two Learners

Scenario: A supervisor has made arrangements for two employees to attend the
same training event. The supervisor has asked you to create the requests for

both learners.

Locate two learners with the same supervisor. Record their learner IDs below. Select
a future date that will not result in a conflict for each learner to attend this event.

Learner A

Learner B

Step

1. Navigate to the SF-182 Requests tab for the learner record of Learner A.
2. Click New External Request.

3. Enter the appropriate information to complete the form.

Note: Be sure to enter all the required fields (marked with *) for the learner. (Training
g Office Use) highlighted in blue text are completed by the Training Office.

4, Check the Save Data for Another Request checkbox.
5. Click Submit.
6. View the approval process. Click Submit again.

7. You are returned to the external request screen. Scroll to the bottom of the

screen and click Select Learner.

8. Search for and select Learner B. You will return to the request screen

where Learner B details populate the form.

9. Uncheck the Save Data for Another Request checkbox and submit the

request for Learner B.

10.  After submitting the form, notice that you are now in the learner record for

Learner B.
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UPDATING AN EXISTING REQUEST AS AN ADMIN

Depending on what part of the process an external training request
is in, the admin may have the ability to edit the approval for the
request, edit the request, withdraw the request, view the request, or
edit custom columns. On the SF-182 Requests tab of a learner
record, the Action column displays the possible choices for each
request (Figure 16).

SF-182 ]
=landard Lptiens
Surveys Standard Options

. Organization Succession

Cataleg Preview Preferences Approval Role Approvalz Initiatives Planning
Cpty Profiles Competencies Regiztration Requestz Online Status Commerce

Summary Phone Numbers Custem Fields Learning Plan Learning Hiztory Curricula

Edit the 5F-182 for the User
Viewing Options; IAII reguests ;I Sort By: I Request ID vl
Request ID Pending Approval Actions Action
459943 SATERN Adrmin Summit Approved  None View Reguest

Edit SF-182 Request
Transfer Reguest
Verify

Edit Custorm Columns
45540 Leading Effective Change Submitted Pending Initial Approval Edit Approvsl
Edit Request

Withdraw Request
Edit Custom Columns

485939 PMP Certification Prep Submitted Pending Training Coordinator Edit Approvsl
Edit Request

Withdraw Request
Edit Custom Columns

Mew External Request

Figure 16. Admin Update Action Options

Prior to Submission Approval

If the external training request is awaiting approval during the

submission part of the process, the admin may:

+ Click Edit Approval to either approve or deny the request

+ Click Edit Request to make changes to the form
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Click Withdraw the Request to remove the request

*

*

To edit the learner approval:

1. Click Edit Approval in the Action column.

The Edit Learner Approvals screen displays (Figure 17).

Click Edit Custom Columns to populate additional information

Learners Search | Add New | Help

> Search > Search Results > Edit Learner Approvals

User Name: cwinters

Name: WINTERS, CHASE S
Approval ID: 235517
Title: CPR Certification

Back

Edit Learner Approvals

Approve
Approval Date
Step Approver Approved Completed
Initial THOMAS J HOWARD No
Approval
Comments:
Training CARQLYN W NEWSOME No e
Coordinator Showe All}
Comments:
Training CAROLYN W NEWSOME No e
Office Showe All
Comments:
NSSC ROBIN E SCHEMCK (Show No e
Procurement  All}
Comments:

Apply Changes

Figure 17. Edit Learner Approvals Screen

2. Click the Approve or Deny radio button as appropriate to
approve or deny the request.
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Note: If you click the Approve All link, you will select all levels for approval. Use
this option cautiously!

Figure 18 illustrates the approval screen after the admin has
selected the radio button to approve just the first step. Notice that a
clear audit trail is possible by carefully entering an explanation in
the Comments field.

Often learners are not receiving approval for scheduled offerings
and/or external training in a timely manner due to the unavailability

of supervisors to approve the training.
NASA Business Rule

If a learner’s supervisor is unavailable to approve the scheduled
offering and/or external training request in a timely manner, the
Center Level 1 Administrator can approve the training with a written
authorization (e-mail) from the learner’s supervisor to approve the

training for the learner.

The administrator should use the comments field to include
remarks that reflect that the approval was made by the Level 1
Administrator on behalf of the supervisor. Administrators should not
“super-approve” the Training Office step, because training codes

cannot be entered.
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LT Approver Approved i

Step Completed
Initial CHASE S WINTERS No 0 '
Approval
Comments: Submitting approval on behalf of Chase Winters per email

ge on April &, 2010
Training AMNDREWY A SCHORR No e
Coordinater
Comments:
Training TAMARA D BOLDEN [Show No i
Office All
Comments:
NSSC ROBIN E SCHENCK [Show No o
Procurement  All}
Comments:

Apply Changes

Figure 18. Learner Record > Edit Approval Screen

Note: The screen capture is a representation of approver names. The SATERN
screen will display all approver names for each step.

3. Click Apply Changes to save the updated request.

Figure 19 shows a screen after a SATERN admin has approved the

request on behalf of the first approver in the process.

Approve
Approval Date
step Approver Approved Completed S Deny
All
Initial Chaze Winters Yes 40602010 Americalindianapolis
Approval
Comments: Submitting approval on behalf of Chaze Winters per email mez=age on April &, 2010
Training ANDREW A SCHORR No ' e
Coordinator
Comments:
Training TANMARA D BOLDEN [(Show Mo e
Office All
Comments:
NSSC ROBIN E SCHENCK (Show Mo 'l
Procurement Al
Comments:

Apply Changes

Figure 19. Approval Screen with First Step Approved
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To edit the request:

1. Click the Edit Request link to open the form in a separate

browser window.

2. Make changes to the external training request form as

appropriate.

3. Click Apply Changes at the bottom of the screen to return to
the SF-182 Requests tab of the learner record.

Withdrawing a Training Request Before Final Approval

Any time before final approval, the learner or administrator can
withdraw the training request. This action does not remove the
external training request from the learner record. The request
status is Withdrawn and the learner can re-submit the request at a
later time. If the learner re-submits the request, the system

associates a new tracking ID.

Withdrawing a request in SATERN does not cancel the event with
the vendor, so the learner should notify the Training Office about

the change of plans.

When a learner or administrator withdraws the request:

+ No notification is sent
+ The request leaves the current approver’s queue

¢ The learner can click the Resubmit button to create a new,
editable copy of the request, beginning at step 1 of the approval

process
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The external training request form does not have an automatic
notification capability to send a notice to the user, supervisor or
training office when a SATERN Administrator withdraws a user’s
SF-182 request.

NASA Business Rule

The administrator who withdraws the user should send a note to
the user, the supervisor, and the training coordinator advising them

of the action and the reason.

After Submission Approval but Prior to Verification Start

If the external training request has been approved but the verification
part of the process has not yet been started, the admin may click
View Request to view the form in a separate browser window
(Figure 20). Click Back to SF-182 Requests to return to the SF-182

Requests tab of the learner record.

Request D 19017

Request ID: 49917

Last Name First Name Middle Initial DAVIS

street Address (650) 604-6335 © a. Non-supervisory © b, Manager

city state / Province Postal Code Country € . supervisary € d. Exeautive

[A.7. Organization Mail ling Address “A8. Work Fax “A.9. Work Email Address

* Organization OSHA TRAINING INSTITUTE CENTER 555212 3456 Ideoury@kso.com

“ Address P.0. BOX 93686

* city * State / Province * Postal Code

ATLANTA GA 20277

Figure 20. View Request
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Editing an Approved Request

The NSSC has a workflow that allows them to edit a request after
final approval. They are the only administrators who will see a link
for Edit SF-182 Request after the request has been approved
and/or verified (Figure 21).

. | | Organization Succeszion
Catalog Preview Preferences Approval Role I Approvalz I Initiatives ] Planning

[ Cpty Profiles I Competenciez Online Status I Commerce ]

Regiztration Requests

[ Summary I Phene Mumbers I Custom Fields I Learning Plan ILearning HisturyI Curricula

Edit the SF-182 for the User

Viewing Optionz: |A|:||:|ruved ;I Sort By: Iﬂequest D vl

Pending Approval
Actions

Status

49917 INTRODUCTION TO PROJECT None View Reguest
KMANAGEMENT Edit SF-182 Request
ranster Hegques
Weri

Edit Custom Columns

MNew External Request

Figure 21. Link to Edit SF-182 Request after Final Approval
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CONCLUSION

In this lesson, you learned how to create a new external training

request and view an existing one as either an admin or a learner.

You should now be able to:

» Create a new request as a learner (or admin)
» View an existing request as a learner (or admin)

» Edit an existing request as an admin
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LESSON CHECK

Use what you learned in this lesson to answer the following

guestions.

1. True or false:
All of the fields must be filled in before the request form may be

submitted.

2. True or false:
To print the form, the learner or admin should click the

Printable Version link.

3. True or false:
When editing an external training request, an admin usually has

the option to approve the request.
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Lesson 3:
Submitting and Verifying the
External Training Request

The goal of this lesson is to provide the steps necessary to teach

you how to submit and verify external training request in SATERN.

OBJECTIVES

Upon completion of this lesson, you will be able to:

» Submit an external training request
» Verify an external training request

» Approve an external training request
>

Describe several scenarios for processing requests when there

is a change to the learner’s plans

SUBMITTING AN EXTERNAL TRAINING REQUEST

Once a learner submits an external training request, the external
training request Submission Process is initiated. The person or
persons who have approver rights must log in to the SATERN

learner interface and approve or deny the request.

To approve a request:

1. Log into the SATERN learner interface.
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2. Navigate to Personal > Approvals, or click You have Learner

training approvals in the Alerts section of the Home page
(Figure 22).

Welcome CHASE WINTERS @
4/5/2010

Welcome to SATERN, MASA's official learning management system. The System
for Administration, Training, and Educational Resources for NASA (SATERN)
provides simplified one-stop access to high-quality training products and

processes ta support learning and development & You have leamner training approvalss
& You have overdue learning=
SATERN provides desktop access to training enrollment and continuous & You have course surveys to completes

learning for the NASA workforce. Find out more information on the SATERN
Informational Web site or contact your Center training office

Catalog

For assistance, contact the NSSC Contact Center at 1-877-NSSC-123 (877-677- View all available instructor-led itemss

2127 nr bl tern sunnod@@nasa oo

Figure 22. Home Page

3. Locate the tracking ID on the approvals list.

4. Select the linked tracking ID to open the request detalils, if
needed (Figure 23).

—!Ricewr.f:e': Tracking ID| OrgID UserNamea_ Title. Price | Request Status
202009 404 MSEC P D'Amico, Theresa A Program Management 500 1,330.00 Pending Yerification
34012009 120 KSC  PSamsel AaronD  Program Management 500 1,259.00 | Submitted

[ [

Training Request ID: 404 [
Course Title: Program Management 500
Vendor Name: Other

Training Start Date: 4372009 Americafew York
Training End Date: 410/2009 Americalew York

A. Agency Code, agency sub element and submitting office number B

NASO0D Aad
Ad. Applicant's Name First Five Letters of Last i
Last Name First Name Middle Initial Dram

Figure 23. View of Request Details and Approvals List
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|

5. On the Pending Reviews and Approvals screen, locate the

request to approve and click the Approve radio button
(Figure 24).

Pending Reviews and Approvals @
This view shows you all of the review and approval actions you have been asked to perform. Itis divided into two primary sections: reviews and approvals for performance

management activities, such as competency assessments (only if available); and approvals for training requests. You may switch between sections by clicking on the appropriate
section header. Within each section you will find 3 list of specific reviews or approvals you are being asked to perform, categorized by action type

Performance Management (0) Training (2)

¥ Internal Training (0)

& Al ' Direct Reports Only
Mo items were found using this search criteria
¥ External Training (2)
[# Enter Reasons for Approvals or Denials & All " Direct Reports Only
Received By Approver Tracking Reguest ID QrgID UserName Learner Namea_ Title Price Reguest Status Action [Approve AlllDeny All
4572010 49939 HQ-OSHA TRAIN idcoury P DAVIS-COURY, PMP 1,100.00 Submitted € Approve © Deny @ Skip
LANE Certification
Prep
4/512010 45940 HO-0SHA TRAIN  ldcoury ®DAVIS-COURY, Leading 1,100.00 Submited el Approve el Deny ol Skip
LANE Effective
Change

Figure 24. Learner Interface: Personal > Approvals
6. Click Next.

7. Enter an approval reason, if necessary.

8. Click Next.
9. Review the displayed information.

10.Click Confirm to complete the process (Figure 25).

Pending Reviews and Approvals @
Approve or Deny — Approval Reasons — Denial Reasons — Confirm — Success

Success

You have successfully completed the employee approval and denial process. E-mail nofifications have been sent to all affected learners.

Figure 25. Request Approved

Note: Click Start Over... to return to the Pending Reviews and Approvals screen.
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For approved requests:

+ If there is another approver at the same level as this approver,

the approval leaves his/her queue.

+ If there is another step required in the approval process, an
e-mail is sent to the next approver in the process and to the
learner informing them of the progress on the request.

+ If this is the final step in the approval process, a notification is
sent to the learner indicating that his/her request has received

final approval.

+ The learner’s request status indicates they are Pending

Verification (Figure 26).

Request, Authorization, Agreement & Certification of Training @
Below is a list of all of your SF-182 Requests. Click the Request |D for mare information aboutthe request. Click Copy Request or Withdraw Request button and click
Go to Copy or Withdraw from an SF-182 Request. Click the New Request button to initiate a new request
External Training Requests
RequestID Title Status Pending Approval Actions Action
48817 INTRODUCTION TO PROJECT MANAGEMENT  Approved Pending Verification Copy Request
Verity

Figure 26. Pending Verification

For denied requests:
+ The learner receives an email notification that includes the
reason that the request was denied.

+ No other notifications are sent.

+ The request remains in the learner record and can be re-
submitted at a later time, creating a copy of the form with a new
tracking ID.
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VERIFYING AN EXTERNAL TRAINING REQUEST

Once a learner has completed an external training request and the
end date on the request has passed, the learner can submit

verification of his/her attendance for approval.

The process flow for verifications includes:
1. Learner receives Verification Reminder notification after end

date of training has passed.

2. Learner completes verification form and submits for approval. If
this is an academic course, the learner must also provide a

grade to the training office.

3. Verification follows one-step approval process and goes to
NSSC for SATERN.

4. Upon approval of the verification, the event is recorded in the

learner’s Learning History.

5. Events that are completed as attended will send a data
feed/trigger to Metrics that Matter (MTM) to send the follow-up

survey.

To request verification:

1. Navigate to Learning > External Training Requests (Figure 27).

Request, Authorization, Agreement & Certification of Training @

Below is a list of all of your SF-182 Requests. Click the Request ID for more information about the request. Click Copy Request or Withdraw Request button and click
Go to Copy or Withdraw from an SF-182 Request. Click the New Request button to initiate 3 new request.

External Training Requests Approved -

RequestID Title Status Pending Approval Actions Action
49917 INTRODUCTION TO PROJECT MANAGEMENT  Approved Pending Verification Copy Request
Verify

Figure 27. External Training Request Listed

2. Click Verify.

I External Training Requests (SF-182) Page 37




The Request, Authorization, Agreement & Certification of

Training Verification screen displays (Figure 28).

Werification

Training Request 1D : 43817

* V1. Course Was Completed
@ ves

N

Request, Authorization, Agreement & Certification of Training

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

V.2, Comments/Explanation

@

a.Commenced:

b.Complete:

V.6. All sessions were attended

V.3, Actual Course Dates (MonthDayYear) (MMWDD/YYY)

E—
EEr—

V.5. Academic Score

L 1

@ ves

N

V.7. Comments/Explanation

3. Fillin the ap

4. Click Submi

propriate fields.

t.

Figure 28. Learner Interface: Verification of External Training Request

The Approval Submission screen displays (Figure 29).

Approval Submission

Submit for Approval
« Back

The itern/request selected requires a

Approval Step
N38C

pproval using the steps listed below.

Any step that do not have a user listed must have a name filled in before the request can be submitted

Approvers
NS3C (Show All)

6. Click Submit.
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The verification screen displays (Figure 30).

Request, Authorization, Agreement & Certification of Training @

You have Successfully verified that you have attended the External Learning Course. Your verification has now been submitied to the specified verifiers for their
verification.
Flease check the external learning request list for the verification status

Course Title: INTRODUCTION TO PROJECT MANAGEMENT

Figure 30. Learner Interface: Verification

7. Review the verification message.

8. Navigate to Learning > External Training Requests from the

top menu.

9. Note the status of the external training request for which the
verification was submitted (Figure 31).

Request, Authorization, Agreement & Certification of Training @

Below is a list of all of your SF-182 Requests. Click the Request ID for more infermation about the request. Click Copy Request or Withdraw Request butten and click
Go to Copy or Withdraw from an SF-182 Request. Click the New Request button to initiate 3 new request.

External Training Requests
RequestID Title 2 Pending Approval Actions Action
49917 INTRODUCTION TO PROJECT MANAGEMENT Pending H35C Copy Reguest

‘Withdraw Reguest

Mew External Request

Figure 31. Learner Interface: External Training Request Status

APPROVING THE VERIFICATION REQUEST

Once the learner has submitted the verification request, the
Verification Approval Process is initiated. The person or persons
who have approver rights must log in to the SATERN learner

interface and approve or deny the verification request.

For NSSC administrators to approve the verification:

1. Learner submits verification, including any relevant paperwork.

2. NSSC approver(s) receive notification that request is awaiting
approval.
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3. NSSC follows business rules to confirm attendance and final

grade, if applicable.

4. NSSC admin logs in to learner side or admin side and approves
or denies the request.

To approve an External Training Request Verification Request:
1. Loginto the SATERN learner interface.
2. Navigate to Personal > Approvals, or click You have Learner

training approvals in the Alerts section of the Home page
(Figure 32).

Welcome CHASE WINTERS @
4/5/2010
Welcome to SATERM, MASA's official learning management system. The System

for Administration, Training, and Educational Resources for NASA (SATERN)
provides simplified one-stop access to high-guality training products and

processes to support learning and development & ou have lsamer training approvalss
& You have overdue learning=
SATERN provides deskiop access to fraining enrollment and confinuous & You have course surveys to completes
learning for the NASA worldorce. Find out more information on the SATERN
Informational Web site or contact your Center training office
: Catalog
ES;E?SISEHCE‘ cu'ntadlhe MNSSC Contact Center at 1-877-NSSC-123 (877-677- View all available instructorled items»
or n cunnot@@naca oo

Figure 32. Home Page

3. On the Pending Reviews and Approvals screen, locate the
request to approve and click the Approve radio button
(Figure 33).

Pending Reviews and Approvals &

This view shows you all of the review and approval actions you have been asked to perform. It is divided inte two primary sections: reviews and approvals for performance management
activities, such as competency {only if . and for training requests. You may switch between sections by clicking on the appropriate section header.
Within each section you will find a list of specific reviews or approvals you are being asked to perform, categorized by action type.

Performance Management {0) Training (92)

Training

¥ Internal Training (0)

& Al " Direct Reports Only
Mo items were found using this search criteria.
¥ External Training (92)
¥ Enter Reasons for Approvals or Denials @Al € Direct Reports Only m
Received Bv Approver Tracking Request|D OrgID UserName Learner Namew_  Title Erice Request Status Action [Approve AlliDeny Alll
4512010 49917 HO-WIH10  cwinters B WINTERS, INTRODUCTION TO 1,100.00 sl ' & Sk
CHASE & ROJECT Approve Deny Skip
MANAGEWENT

Figure 33. Pending Reviews and Approvals Screen

4. Click Next.
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5. Enter an approval reason, if necessary.
6. Click Next.
7. Review the information displayed.

8. Click Confirm to complete the process (Figure 34).

Pending Reviews and Approvals @
Approve or Deny — Approval Reasons — Denial Reasons — Confirm — Success

Success

You have successfully completed the employee approval and denial process. E-mail notifications have been sentto all affected learners.

Figure 34. Request Approved

Note: Click Start Over... to return to the Pending Reviews and Approvals
screen.

Once the Verification Approval Process has been successfully
completed, a Learning History record is created for the learner. The
Learning History record is captured as an external event (Figure 35).

Learning History )

The Leaming Histery page shows you a summary list of the items that you have completed and the dates the items were completed. To view the details of a specific
itern in your learning history, simply click the corresponding title of the item. You can sort the list by the Title of the items orthe Completion Date of the items on the list

Learning History

Title Type ~ Completion Date Status Action

I INTRODUCTION TO PROJECT MANAGEMENT 3/3/2010 12:00 AM EST I
TROSE VERSON ADVANCED EXCEL NODELNG SRILLS WORRGHOP TITZOTO U3 TT PREST Tompleted Print Completion Certificate
RECORDS MANAGEMENT FOR [T PROFESSIONALS VWORKSHOP 3292010 03:03 PM EST Completed Print Complstion Certificate
MICROSOFT OFFICE 2000 - BEGINNING EXCEL COURSE 3/24/2010 05:00 PM EST Substitute Print Completion Certificate

Figure 35. Learning History

Notice that the learner cannot print a certificate of completion based
on external learning. NASA expects the training vendor to provide

the certificate.

If the verification is denied, no learning history is entered for this
event. The request continues to be associated with the learner
record and can be re-submitted at a future date.
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VERIFYING AN EXTERNAL REQUEST FOR A LEARNER

A SATERN admin can verify attendance on behalf of a learner.
Typically, this is not necessary since learners complete exactly the
same verification form on the learner side as you complete on the
admin side.

Submitting a Verification for Approval

Scenario: The learner is out of the office without access to
SATERN. An admin can verify the learner’s attendance at an event

and submit the verification for approval.

To verify a learner’s attendance at an event:

1. Access the learner record in edit mode.
2. Select the SF-182 Requests tab and locate the event.

3. Click the Verify link next to the request (Figure 36).

§F-182 _
=landard Upliens
Surveys Standard Options

. COrganization Suceession
Catalog Preview Preferences Approval Role Approvalzs Initiatives —
Cpty Profilez Competenciez Regiztration Requeztz Online Status Commerce
Summary Phone Numbers Custom Fields Learning Plan Learning History Curricula
Edit the 5F-1582 for the User
Viewing Options: IAII reguests ;I Sort By: IF‘.equest D VI
49943 SATERN Admin Summit Approved  MNone View Reguest

Edit SF-182 Request
Transfer Reguest
Verify

Edit Custom Columns

MNew External Request

Figure 36. Learner Record > SF-182 Request > Verify Link
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4. Complete the fields in the verification form (Figure 37) and click
Submit.

Verification Form

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAIMING

* WAL Course VWas Completed

& vas V.2 Commenis Explanation

C no
V3. Actual Cowrse Dates (MonthDayYesr) (UWDG ) V.5 Academic Score
#Commenced: o ——
WA, All sessicns were sttended

& ves W.T. CommentsExplanation

C No

Subsmit

Figure 37. Verification Form

The verification will be submitted for approval.

OTHER SCENARIOS

What happens if the learner did not attend the event or complete
the training?

A learner can verify the event as “Not Completed”. This event will
not be entered into learning history. The request will remain on the
learner record as verified, but not completed.

Administrators can run a tuition report specifically on the status
“Verified as not completed” (see Appendix).

External Training Requests (SF-182) Page 43



SATERN

CONCLUSION

In this lesson, you learned how to describe the submission,
verification, and approval processes for external training request.

You should now be able to:

» Submit an external training request
» Verify an external training request
» Approve an external training request

» Describe several scenarios for processing requests when there

is a change to the learner’s plans
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LESSON CHECK

Use what you learned in this lesson to answer the following

guestions.

1. True or false:
The learner’s supervisor is always the first learner to approve

(or deny) a submitted external training request.

2. True or false:
SATERN uses a four-step approval process for the approval of

verifications submitted by learners.
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Course Summary

External training request allow employees to request training that is
not in SATERN, such as attending a conference or taking a course
at a university. The external training request process enables
administrators and/or supervisors to create, verify, and submit
external learning events for employees. Administrators are able to
edit external training requests and run reports on the request

status.

You should now be able to:

» Describe the external training request
» Create and submit a new external training request
» Verify and approve external training request

» Run external training request reports
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Appendix:
Running External Training Request
Reports

There are three SATERN administration reports related to external

training request:

» External Request Data Report

» External Request Tuition Report
» Approvals Status Report
>

For additional NASA custom reports - Refer to SATERN Info
Site > SATERN Standard and Custom Reports

— https://saterninfo.nasa.gov/documents/SATERN_UPDATE/
SATERN%20Reports%2012_09 2009.xls

EXTERNAL REQUEST DATA REPORT

The External Request Data report provides data on external
training requests that learners have requested. It allows filtering by
learner and date range. Administrators can also select which data

to include in the report, such as:

+ Personal data
+ Vendor data

+ Financial data

To generate the External Request Data report:

1. Loginto the SATERN admin interface.
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Navigate to Reports in the top menu frame.

Search for and locate External Request Data (Figure 38).

Category (Admin only)

I
I
I
I
I
I

Learner Management
Performance.
Learning

Centent

System Admin

Mizcellanzous

Saved Reports Reports Report Jobs

151 Reports

sort &y: AT

Academic Grades

Miscellaneous

Displays learning history (both archived and active)
for learnar{s). Includes filcers for Domain,
Organization...mars -3

Export Library | Import

Learner Management
Account Data

The Account Data report returns, for each user,
account-related information, such as user ID, contact
informat..mare »

Publication Status
¥ publishee
[ Unpublished

Miscellaneous
Admin_Accounts

Custom repert to reflect all ADMINS and their status
for their center, Created on 8-Aug-2008 TES, Revised
on Zumore 3

Miscellaneous
Agency IDP
This report gives center/agency totals of civil servant
individuzl development plan status,
7

Application
I admin
I Leamner

System Admin
Approval Process Data

The Appraval Process Data report describes approval
process template as it is constructed in the
administratio..mare “

System Admin
Approval Role Coverage

The Approval Role Coverage report describes the
users, or type of users, assigned to an approval role.
7

System Admin
Approval Role Data

The Approval Role Datz report describes how an
approval rele is used in the system, the processes itis

System Admin
Approvals Status

The Approvals Status report describes the status of
run-time approval processes in a given date range. It
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Figure 38. Generating the External Request Data Report

The Run External Request Data screen displays (Figure 39).

4. Click the External Request Data report title.

External Request Data Report

| Brows=e | Help |

> Edit Report

Report Title:
Report Header:

Report Footer:

Report Format:

Report Deztination:

Run External Request Data Report

IExternaI Reguest Dal
IBrnwser VI
IHTML vl

Learner:

(MM/DDAYYYY)

and:
(MW/DDNYYYY)

Case sensitive search:

Start Date between:

¥ Mask Learner IDs
& ves 0 o
[Exact =] | ¥

m
m——

¥ Include Personal Data

V¥ Include Vendor Data

¥ Incluge Financial Data

Run Report

edule Job

Figure 39. Run External Request Data Screen




7. Select the learner(s).

8. Enter a date range.

the report.

window (Figure 40).

Schedule Job.

6. Select the report destination and report format.

5. Edit the report title, header, and footer as appropriate.

9. Check the desired checkboxes for the information to include in

10.Click Run Report to display the report in a separate browser

Note: You can also schedule this job to run during off-peak hours by clicking

NATIONAL AERONAUTICS

AND SPACE ADMINISTRATION External Request Data Report

America/lndianapolis
Training Source :
Training Sub-type :
Training Designation :
Training Accreditation Required
Indicator :

Continued Service Agreement
Required Indicator Expiration
Date :

Training Type :

Training Delivery :

Training Credit Type :

<font color="blue">Continued
Service Agreement Required
Indicator</font> :

Learner Name : WINTERS, CHASE 8 UserID: ‘e
Social Security Date of Birth :
Number :
Request Details
Vendor Name : ABC Technologies Activity Title : INTRODUCTION TO PROJECT
MAMAGEMENT
Course Objactives : LEARMN ABOUT _. Start Date : 3/1/2010 08:00 AM
America/lndianapolis
Complete Date : 3/3/2010 04:30 PM Training Purpose : CMS0004-Mission Execution

Personal
Paosition Level :

Office Number / Office Fax :

Figure 40. External Request Data Report

EXTERNAL REQUEST TUITION REPORT

options for this report.

External Training Requests (SF-182) Page 51

The External Request Tuition report provides data entered onto the
form in the Tuition field (field C.1.a on the external training request
form). This report allows you to display the amount of money spent
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To generate the External Request Tuition report:

1. Loginto the SATERN admin interface.

2. Navigate to Reports in the top menu frame (Figure 41).

Category (Admin only)

=
&
I
I
I
I

Learner Management
Performance
Learning

Content

System Admin

Miscellansous

Publication Status
¥ 2ublished
™ Unpublizhed

Application

¥ Admin
[T Learner

Report Jobs

151 Reports.
sort oy: IEEENIES |

Academic Grades
Displays leaming history (both archived snd active]
far lsamar{s), Includss filters for Demain,
Organization...more

Miscellaneous

i

Account Data

The Acceunt Data report returns, fer each user,
acceunt-related infermation, such as user ID, centact
informat... more

Learner Management

Export Library | Import

i

Admin Accounts

Custom report to reflect 2/l ADMINS and their status
for their center, Created on 8-Aug-2008 TES, Revised
on 2..mere

Miscellaneous

i

Miscellaneous

Agency 1DP

This report gives center/agency totals of civil servant
individual develepment plan status.

i

Approval Process Data
The Approval Pracess Dats report describes spproval
process template as it is constructed in the
administratie...mers

System Admin

i

System Admin

Approval Role Coverage

The Approvs| Role Coverage report describes the
users, or type of users, assigned to an approval rele.

i

Approval Role Data

The Approval Role Dsta report describes how an
spproval role is used in the system, the processes itis

System Admin

System Admin

Approvals Status

The Approvals Status report describes the status of
run-time approval processes in a given dat= range. It

Figure 41. Generating the External Request Tuition Report

3. Search for and locate External Request Tuition report.

Note: Use the search checkboxes on the left to narrow the list of reports

({1

>

listed on the Reports tab at the right.

(Figure 42).

Locate the External Request Tuition report from the Reports list

Search

Browse By

Category (Admin only)
Learner Management
Performance
Learning

Content

System Admin

A7

Miscellznesus

s SATERN
LLEY System for Administration, Training, and
Educational Resources for NASA

Learner Management | Performance | Leaming | Commerce | Content | Reporis

Report Jobs

1 Reports

sort By: TR

External Reguest Tuition
Displays a quick reference of tuition costs for external
training for the Learners selected, This report is
c.umore

ation | Quick Links: =1 | Home | Preferences | Help| Logout

| Help |

Export Library | Import

Publication Status

¥ published
™ Unpublished

Application
[ Admin
[ Learner

Figure 42. Generating the External Request Tuition Report
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5. Click the External Request Tuition report title.

The Run Report screen displays (Figure 43).

External Request Tuition | Browse | Help |

> Edit Report

Run External Request Tuition

Report Title: IF_x'ternaI Request Tui
Report Header: I
Report Footer: I

Report Destination: % Browser © Local File

Report Format: oL © csv @ wmiL © PoF

[¥ Mask Learner IDs

Case sensitive search: ' ves @ Ho

Learner: |Exact x| | T
CrenalLeanegReest [ S] | ™
Vendor: [Exact =] |

Activity Title: [Exact =] |

FundiChargecode: [Exact =] |

Tuttien Greater Than: I—
(1000}

Start Date between: E I—
(MIDDM YY)

and: I—
(MI/DDM YY) E

Group By: " Activity Ttle ¢ Fund/Chargecode © Learner © Tution ™ Vendor Name

Sort By: % Activity Tile ¢ Fund/Chargecode ¢ Learner ¢ StartDate ¢ Tuttion

" vendor Name

Run Report | Schedule Job | Save Report

et Adobe
Reader

Figure 43. Run Report Screen
6. Enter the report title, header, and footer as appropriate.

7. Select the report destination.

8. Select the report format.
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9. Select learner(s) on which to run the report.

10. Select the External Training Request Status.
11.Enter other desired criteria.

12.Enter a date range.

13.Select the desired Group By and Sort By options.

14.Click Run Report to display the report in a separate browser

window (Figure 44).

External Request Tuition Report

Vendor Name: ABC Technologies

Request

Leamer

Name User Name Loc - Org Status Activity Title Submitted Start Date Fund/Chargecode Tuition ($)
WINTERS, HQ-WIH10 Completed and INTRODUCTION 4/6/2010 3172010 1,100.00
CHASE S Verified TO PROJECT

MANAGEMENT
Total
1,100.00

Vendor Name: Columbia College
Request
Learner
Name User Name Loc - Org Status Activity Title Submitted Start Date  Fund/Chargecode  Tuition ($)
WINTERS, HQ-WIH10  Withdrawn Program 4/5/2010 4/26/2010 1,700.00
CHASE S Management
6500

Figure 44. External Request Tuition Report

APPROVAL STATUS REPORT

The Approvals Status Report describes the status of run-time
approval processes in a given date range. It returns the details of

approval processes as they currently exist in the SATERN system.

To generate the report:

1. Loginto the SATERN admin interface.

2. Navigate to Reports in the top menu frame.
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3. Search for the Approval Status Report.

4. Click the Approval Status Report title.
5. Enter all of the report details and criteria as necessary.

6. Scroll to the bottom of the screen and locate the External
Requests field (Figure 45).

Scheduled Offering: IF—xEdLI I ki
External Reguests: IF—XE':tLI I k4
Group By:

" Learner © Domain © kem ¢ Status © Approver & Approval Role

Run Report | Schedule Job | Save Report

cet Adobe
Reader:

Figure 45. External Requests Search Field

7. Click the External Requests Filter by Criteria icon.

The Create External Requests Filter for Approvals Status
screen displays (Figure 46).

Approvals Status | Browse | Help |

> Run Report > by External Requests

Create Filter |  View Fiter
I —

Create External Requests Filter For Approvals Status

Add IDs manually or create the fitter using the search below. The search is case sensitive by default. You can choose
case insensitive search which applies to criteria typed in. Be aware of case insensitive search could take long time.

Add IDs (separate multiple IDs using a comma)

External Requests: \ ] Add

Search External Requests

Case sensitive search: O Yes @ No

External Request ID: Starts With ]v i ]

Title: Starts With [l [ j
Add/Remove Criteria Submit Criteria

Figure 46. Create External Requests Filter for Approvals Status Screen
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8. Enter search filter criteria.
9. Click Search.

10.Click the Select checkbox next to the external requests to

search.
11.Click Submit Selection.
12.Click Submit Criteria.
13.Click Run Report on the Run Approvals Status screen.

The Approvals Status Report displays in a separate browser

window (Figure 47).
Approvals Status Report
Domain 1D: HQ-wW Total: 1
Request
Registration
User Leamner Request Cut-off Approval
Name Name Type 1D Title Submitted Start End Date 1D Status Step Approver
WINTERS, External 48917 INTRODUCTION 4/5/2010  3/1/2070 3/3/2010 235618  Approved 1 PARKER,
CHASE S Verification TO PROJECT ANN B
Request MANAGEMENT

Figure 47. Approvals Status Report
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